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" EQUEST FOR RECORDS RETENTION" “HEDULE
. & 'be " Submitted to the Records Managen«nt Division

Commission ' Hall of R.cords Commission

SCHEDULE

No. 144
RNV

). Requesting Agency

STATE TAX COM{ISSION

2. Division or Bureau of Requesting Agency |

3. Authorization Requested (Check only one of the squares below).

A Dispose of present accumulation. No : Establish retention schedule for re- . Microfilm aond destroy originals.
additional accumulation is antici- - cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value occumulation, The records will cease to retained for the period of time indicated.
to warrant retention. - have value to warrant their retention after .
: the period of time indicated.
5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records -
Item .work or activity to which the records relote inclusive dotes and quantity and Board of Public

No.

Works.

1,

2e

(cubic or linear feet). Show recommended retentlon period.

REPORTS ~ SPECIAL CLASSLS =

Sizet 8"" x 11

Quantity: 11 drawers (16 cubic feet) .
Dates: 1939 - « ‘

Flle Arrangement: Annually by class and alphabetically therein
Annual Accumnlation: 1 drawer (1¥ cubic feet

Quantity Authorized for Disposal. 9 cublc feet

The follovd.ng forms are submitted to the Commission for tax collec~
tion purposes, They summarize th2 financial structure of the re-
porting firm £8 of the reporting date. ) :

Form No,

.3 ~Schedule of Transfer of Tangible Personal Property
6 Domestic Benk, Trust or other Financial Corporatlon
7. Foreign Finance Corporation

8 _ Supplement for Finance Corporation doing business within and

without this state
13 Distilled Spirits '
14 Mutual Savings Bank Franchise Tax
15 Domestic Building and Loan Association
16-0 Cooperative Associations,.

A Y

RECOMMENDATYON: RETAIN FOR FIVE YEARS AND THEN DESTROY.
GERTIFICATIOMS

‘Size:s 83 x 11
Quantity: 11 drawers (16 cubic feet)

'/ggaa«~a4,7024¢;2f

7. Agency, Division or Bureau Rep entqtlve

@' LS., w |1..l q ( L |
Signature Title N . Date
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
' Records Commission., Public Works._
| M g MQ/L D70 9 0 p / .
—— - \
Date Archivist - Date—"  ~— Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents
work or activity to which the records relate inclusive dotes and- quantlty
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

Dates° 194:1 -- ™

File Arrangement: Annually by county

Annual Accumulationt 1 cubic foot '
Quantity Authorized for Disposal: 6 cubic feet

The Commission forwards monthly to the county assessment office or
the Comptroller of the Treasury a statement as to the amount and .
type of tax which is to be collected. The copy of the certifica-
tion retained by the Commission is required for audit purposes; the
Comnission has no use for them thereafter. The following certi-
fication forms are used"

Form No.- ™ .

111 Franchise Tax on Savings Deposits ‘

200 Ordinary Business Corporat.ions e.nd Corporations not
having capital stock

201 - Franchise Tax on Savings Deposits

201 Tax on Gross Receipts a '

201 Tax on Rolling Stock of Persons other than Railroads

201 Penalties {any class of Taxpayer)

202 Asséssed Values of Tangible Personal Property of Corpor-
ations

203 Assessed Values of Shares of Banks and Domestic Finance
Corporations and of Capltal Stock of Foreign- F‘J.nance
Corporations.

204 Assessed Values of Distilled Splri.ta B

205 Assessed Values of Shares of Domestic Corporation

205 Assessed Values of Operation Property of Railroads

RECOMENDATION: RETAIN FOR FIVE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROYs . . \aveiiy t3%r

et e LD -
LEDGER CARDS. ) SO R T SORE:

sy oo
LVate L.

Form No, 100 ek A

Size: 43" x 93" / M»M

Quantity: 46 drawers (14 cubic feet) ° A ,

Datest 48 == - 0 e

File Arrangement: by tax class and alphabetlcally therein in
five year cycles

Rate of Accmmxlation. 3 cubic feet every five years.

----------------------

ledger card showing amount and type of tax and distribution of the

ax receipts is maintained for each corporation. Each card is ruled

or five year entries, Prior to the use of the cards "Assessment
ers" showing the same information were maintained.. There are

6 ledgers for the years 1925 - 1942, The cards are used for audit
Bes.‘ . :

This is the only record of a corporétions' maintenance of their
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5. Description of Records -
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quontlty
(cubic or linear feet). Show recommended retenhon period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

. |retained permanently.

A 1EDGER CARDS OF ACTIVE CORPORATIONS
RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDLITED, WHICHEVER
IS LATER AFTER THE LAST DATE OF ENTRY, MICROFILM
AND DESTROY ORIGINALS: IMICROFIIM TO BE RETAINED
PERMANENTLY., '
B LEDGER CARDS OF DEFUNCT CORPORATIONS -
RECQMENDATION: RETAIN PERMANENTLY.
’ 4. | APPEALS FILE
y Size: 85" x 14" (4 sides)
i :l[ L Quantity: 16 legal size drawers {32 cubic feet) 15 document siz¢
Al A \ Iww : dravers (10 cubic feet) and 10 cubic feet st,ored ﬁ.
", AL "/A ~ State Tobacco Warehouse (total 52 cubic fest). :
AT " Dates: 1937 - - I
o 1

=4

charter in geod standing. The cards are used dé:.ly to establish the
fact of good standing at any given date which is necessary for the
tra.nsfer of property.

Cards for defunct companies are removed from the active file ard are
‘They are necessary for tax purposes should a
corporation be reviveds Records predating those of the Commission
are located in the General Office of the Comptrolier of the Treasury
(State Office Building, Annapolis) where they-are retained perman-
ently., There is cccasional reference to these early records for
several purposes,

w/°  File Arrangement: numerical _ et
Annual Accumulation:s 8 cubic feet ’ s R
Quantity Authorized for Disposal: 15 cublc feet

IaY
Y
e .

are made tc the Tax Commission. This file contains the documents
necessary for the appeal, these are: correspondence, notice of
hearing, the Tax Commission appeal form and certified information
regarding the assessment from the local. assessor.

RECOMRFNDATION: RETAIN FOR FIVE YEARS AFTER THE DECLSION IS
RENDERED AND THEN DESTROY.

APPEALS DOCKE.T

e Quantity: 10 volumes
) Dates: 1914 = -
File Arrangement: by county and chronologically therein

The Docket gives a brief summary of the appeal, showing names of
principals, date of filing, reason for appeal, and a summary of the

Appeals from the Assessment determinations of the County Asé\é:‘s‘ééz'-.s‘.'

DR T S

Gecretary
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Describe records accurately.
work or activity to which the records relate inclusive dates and quantity
(cubic or linear feet) .

5. Description of Records
Include title, form number, size of documents,

Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

6.

decision of the Comissién;
RECOIMEND ATION:

ACCOUNTING RECORDS

<.

RETAIN PERMANENTLY, .

|Forn No.

|g-1-s

DD-1
R-2

None

47-A
100-16
39-4
CF-3
CF-1
100/24

BB~1

one

BP Inv, 6
1 thru 11

118
119

100D
100E

Quantity: 16 drawers (24 cubic feet) and 35 cublc feet in storag
Datest 1942 = -

File Arrangement: Chronolggical ' ’

Annual Accummlationt 4 drawers {6 cublc feet)
Quantity Author:.zed for D:\.sposal. 4) cubic feet -

This item includee all standard accounting foxms used by all the
State Agencies.’ '

BP Inv. R101
RP Inv. R1O2

Comptroller of Treasury Forms
Title :

Distribution of Charges

Certificate of Deposit’ '

{ formerly MR-2) Konthly Report of State Funds Collected
.and Deposited

Distribution of Unexpended and Obligated Balances

Purchasing Burean, Department Budget & Procurement

Requisition for Supplies Aot
Purchase Order

Out of Schedule Requisition
Stores Requisition

Copy of Contract Awarded ’

Requisition for Equipment (Capital F‘u.nd)\___,,g/)’/\’C
Actual Emergency and Repairs Report

O

......

Budget Bureau, Department Budget & Procurement

Formerly BB-l and BB-2

Budget Schedule Amendment Sheet

Report of Fixed Assetd (annual)

Report of Material and Supplies (annual)
Material and Supplies Physical Inventory (annual)
Budget Estimates for Fiscal Year

. State Tax Commission

State Tax Commission Invoice

Cash Receipts _

Order for Photostat or Certifications ot‘ Charter Doc~
unent

Cash Receipt = Personal Property Penalty, Donestic
Corporations

Cash Receipt - Personal Property Penalty, Foreign Cor-
porations,

/&LC
Wa‘”‘”’“z;

2e

-------------------
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dotes and quantlty
{cubic or linear feet). Show recommended retention penod

6. Recommendation
of Hal!l of Records
and Board of Public
Works.

7.

8.

250A ' Cash Receipt - BonusTax and Fees » Domest.ic Corporations
3000 . Cash Receipt ~ Taxes and Fees, Foreign Corporations
4508 Cash Recelpt - Franchise Tax, Domestic Corporations
201 Certification of Penalties {any class of Taxpayer)

_ Other Accounting Records
Vendors Ihvoices

Bank Deposit Slips

Bank Deposit hiZeipts

Bank Statements - o o
Thess records are necessary for ax;dit. purposes

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL ‘AUDITED, WHICHEVER
- IS LATER, AND THEN DESTROY, _

ACCOUNTING RECORDS FOR WHICH DISFOSAL HAS BEEN PROVIDED BY A GENERAL

p—yvr

RECORDS RETENTION SCHEDULE

" PAYROLL (Prior to July 1, 1953) The agency copy of this payroll
form is to be retained for five years or until audited, whichever
is later, and Lhen destroyed. {General Schedule No, G-1, Item 1-d,
approved by the Boand of Public Works, January 1, 19543

PAYROLL JOURNAL: The agency copy is to be retained for three
years or until audited, whichever is later and then destroyed '
(General Schedule Fo. G-2, Item 1-d, approved by the Board of Public
Works, Jenuary 11, 1954,)

PAYROLL EXCEPTIONS; Additions and E}mept.ions. The agency copy
is to be retained for three years or until andited, whichever is
later, and then destroyed (General Schedule No, 2, Item 3-b, ap~
proved by the Board of Public Works, Jamuary 11, 1954 )

PAY WARRANTS: The agency copy is to be retained for thres years
or until auditdd, whichever is later, and then destroyed. {General
Schedule No. 3, Itam 3, approved by the Board of Public VYorks, May
10, 1954).

TRANSHITTAL FCRM E-1 or E-% (Comptroller of the Treasury Form)
is to be retained for three years or until audited, whichever is
later and then destroyed {General Schedule No. 5, Item 3, approved
by the Board of Publie Works, May 10, 1954)

I

RO, o o v:'\,-zw_s
LEAVE RECCRD CARD | RO Y

Size: & x 8"
Datest July 1953 = =
ELle Arran;rement. Alphabeta.c
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works

9.

. 100

shows all leave taken during
One card is prepared for

This card form used since July l, 1953,‘
the fiscal year, and all accrued leave,
sach employee each years ‘
RECOMMERDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, 1‘.‘HICHEVER
' ' IS LATER, AND THEN DESTROY,.

PERSONNEL RECORDS

Quantity: 3 drawers (4% cabic feet)
Dates: 1921 -~ - - :

File Arrangement: Alphabetical - ‘

Quant.ity Authorized for Disposal: 1 cublc foot (estimate)

This file contains copies of the various forms of the Cormissioner of
Persohnel and Employees' Retirement System, correspondence, notices
of advancement, ete. After an employee has left the Commission -
there is need of the records for several years for reference purpose.

RECOLLEND ATION: RET&.IH FOR TSN YE/RS AFTER INDIVIDUAL LEAVES II?PH)Y
OF TID COT".ISSION AND THEN DESTROY.

MASTER AUTHORJ.ZATIOW CARD

Size: 5 x gn

Quantity: 1 linear foot

Dates: July 1, 1953

Annusl Accumulat:.on' 1 linear foot

This standard form of the Cormissioner of Personnel is the author=
ization for entering the employee's name on the payroll or to make
any changes in the pay rate. It also shows all deductions.

RECOMMEND ATION: RETAIN WHILE ACTIVE, AND FOR THREE YEARS THEREAFTER
OR UNTIL AUDITED, WHICHEVER IS LATER, AND THEN
DESTROY,




